
CMIPS II and You:
New Timesheets 

& 
Payroll  Processing for 

IHSS Providers



What does CMIPS II 
mean to IHSS Providers?

New IHSS timesheet 
New rules for filling out the new 
timesheet
New timesheet processing system
May take longer to get paid



New IHSS Timesheet - Front



New IHSS Timesheet - Back

Recipient Signature Date Provider Signature Date



What is new about timesheets?

Old way: time recorded in decimals   

NEW WAY: TIME RECORDED IN HOURS AND MINUTES



What is new about timesheets?

NEW WAY:
Days marked on 
timesheet 
vertically

Old way: Days marked on timesheet horizontally





What is new about timesheets?
Old way: 
Address/telephone changes    
marked on timesheet
NEW WAY: 
ADDRESS/TELEPHONE 
CHANGES CANNOT BE   
MARKED ON TIMESHEET

COMPLETE CHANGE OF
ADDRESS AND/OR
TELEPHONE FORM 
(SOC 840), THEN MAIL TO:
CONTRA COSTA COUNTY
IHSS PUBLIC AUTHORITY
500 ELLINWOOD WAY #110
PLEASANT HILL, CA 94523



How to get 
Change of Address and/or Telephone Form

Come to IHSS PUBLIC AUTHORITY
500 ELLINWOOD WAY #110
PLEASANT HILL, CA 94523

Call (800)333-1081 



What is new about timesheet process?

Old Way: Timesheets 
processed by 
CONTRA COSTA 
COUNTY IHSS 
Payroll staff
New Way: 
Computer scanners
will process  
timesheets at a 
Chico, CA. facility



What is new about timesheet process?

All CMIPS II timesheets must be mailed 
to the timesheet processing facility in 
Chico, CA



What is new about timesheet process?
Computers cannot 
read timesheets like 
people can
Computers will reject 
timesheets it can’t 
read
IHSS providers must 
fill out new timesheets 
VERY CAREFULLY 
to avoid payment 
delays



What is new about timesheet process?
Computer will send images it 
can’t read to CONTRA 
COSTA COUNTY IHSS 
Payroll staff to analyze 
problem

IHSS Payroll Staff will try to 
resolve payment issue and 
submit timesheet for 
payment
If IHSS Payroll staff can’t pay 
the timesheet the IHSS 
provider will be notified by 
letter.
Provider will receive:

Notification as to why 
timesheet rejected
Image of timesheet
A replacement timesheet



How long will it take to be paid?

Paychecks will still be issued 
within 10 working days once 
Chico facility receives 
timesheet

Paychecks will continue to be 
mailed from Sacramento 
(Paycheck will be mailed 
within 2 – 3 days after 
payment information has been 
entered into CMIPS system)



Why the new system may take 
longer to pay you

When system changes, we can’t work on 
timesheets for 3 working days

Mailing timesheet to Chico instead of Pleasant 
Hill

Computers will send images they can’t read to 
CONTRA COSTA COUNTY, which will delay 
payment

Other problems we don’t know of yet



Questions about timesheets or paychecks?

Call IHSS Provider Payroll Unit
1-877-335-2171
They will be able to answer questions about whether 
timesheet has been scanned and whether paycheck has 
been issued

Call IHSS Public Authority if you are unable to reach an 
IHSS Payroll Representative

1-800-333-1081

Social Workers cannot answer questions 
about timesheets or paychecks.



What YOU can do to prevent delays

Get Direct Deposit!  
Call 1-866-376-7066

Don’t mail timesheet until you have 
completed all work for pay period –
otherwise it will be REJECTED

Be CAREFUL when filling out timesheet –
please refer to Timesheet Do’s and Don'ts



The RIGHT way to fill out 
the new timesheets

Use black ink only
Put single digits in a box
Only fill out boxes for 
days you worked
Use hours and minutes 
instead of converting 
time to decimals



The RIGHT way to fill out 
the new timesheets

Fill out timesheet right 
side up, with the 
provider number box on 
top
Provider and recipient 
must sign and date the 
back side
YOU CAN LEAVE 
TOTAL HOURS BLANK



The RIGHT way to fill out 
the new timesheets

Detach paystub 
from timesheet 
before putting in 
envelope
Computer will 
not process 
timesheet with 
attached paystub



Wrong ways to fill out timesheets

Writing in 
boxes that you 
didn’t work



Wrong ways to fill out timesheets

Putting 
fractions in a 
box



Wrong ways to fill out timesheets

Putting two 
digits in the 
same box



Wrong ways to fill out timesheets

Writing outside 
the boxes



Wrong ways to fill out timesheets

Writing 
sideways in the 
boxes



Wrong ways to fill out timesheets

Filling out 
boxes as 
decimals
Filling out 
numbers 
upside down



Wrong ways to fill out timesheets

Writing things 
other than 
numbers in 
boxes



Wrong ways to fill out timesheets

Writing over 
the bar code
Writing over 
mistakes or 
using whiteout



Wrong ways to fill out timesheets

Including sticky notes or other 
things in timesheet envelope
Using pencil, red or blue ink, gel 
pens, or glitter pens
Folding the timesheet



Tips to Remember

Remember:  A computer needs to be able 
to read the numbers on the timesheet
Remember: Total hours do not need to be 
completed
Remember: Both recipient and provider 
must sign and date timesheet after work is 
completed
Tip: First write hours and minutes on a 
practice timesheet, then transfer the 
information to timesheet



Recap
New timesheets read by computer in Chico

It will take up to 10 days to process 
timesheets and 2-3 days to mail paychecks

For help, call IHSS Payroll at 1-877-335-2171.
AVOID MISTAKES – practice filling out 
timesheet before completing on real timesheet



Thank you

Contra Costa County would like to thank 
San Francisco County for sharing this 
power point presentation.
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